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HR-RM 1 RB .~ FOR RECORDS RETENTION scr. SCHEDULE 3 A Q
(11-1.58) No. -
To be Suomlﬂed to the Records Managemer* Dlvmon ‘s .
Holl of Records PAGE
Commission Hall of Records Commission NoO. 1 S
2. Division or Bureau of Requesting Agency

DIVISION OF ADMINISTRATION, FINANCE, AND RESEARCH

‘ Requesting Agency
DEPARTMENT OF EDUCATION
3.

Authorization Requested (Check only one of the squares ‘below).

A Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroyA originals,
cords for which there is a continuing Originals if not microfilmed would be
retained for the period of time indicated.

additional occumulation is antici-
accumulation. The records will cease to

ated. Records have ceased to have value
P have value to warrant their retention after

to warrant retention. - the period of time indicated.
4. 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relote inclusive dotes and quontlty and Board of Public
No. " (cubic or linear feet). Show recommended retention period. Works.
1. | FEDERAL IMPACT FIIE E (PUBLIC LAWS 8]5 and 87b, FEDERAL AID-TO AREAS - J
AFFECTED BY FEDERAL AC’I‘IVITIES) N i
Sizes 8 v x i o =
o o
. . o
[ T

Dates: 1950 - -
Office, 1 drawer’ (1956 - =)

Quantity: '
T - Storeroom, 1 transfile (total L cuble feet)

N File Arrahg_ementz By year and by county
Disposable Amount: 2 cubic feet

This file is concerned with the supervision of Federal aid to coun-

. -ties for school construction or for current educational expenses,
Countles apply for aid through the Department of Education which

checks and forwards the applications to the Office of Education,

Department of Health, Education and Welfare, the responsible Federal
.Construction grants are made in accordance with the provi-

agency.
sions of Public Law 815 and grants for current expense in accordance
with the provisions of Publie Law 87h. The majority of the file
consists of information copies of correspondence or other forms pre-
pared or received by the ccunties. ,

RECOHMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

 APPROVED
HALL OF RECORDS Copen

7. Agency, DIWSI n‘or Bureau Repr sentafive
*

// (7 State Superintendent of Schoole  April 14, 1959
Signature Title Date
. Disposal Authorized as Indicated in Col. 6 by Board of

edule Authorized as Indicated in Col. 6 by Hall of
: Public Works.

4/>9 /9
/ 7/ Ddfe Archivist

h
‘cords Con_'\mission. .-
('/ M,fw—f-"-fs W WAy 4 1959 /@JMQL%
W Date Secretary
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5. Description of Records ) 6. Recommendation

orm number, size of documents, of Hall of Records
clusive dates, and quantity and Board of Public

' Works.

.:l\ /
/Q.,
No.

Describe records accurately. Include title, f

work or activity to which the records relate, in
tion period.

(cubic or linear feet). Show recommended reten

2.
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3.

PRINCIPAL'S REPORTS

"statistical informat

Sizey 83" x 11¢
Dates: 1958 - - ‘. : '
Quantity: Office, 1 drawer (1 cubic foot) -

By county and by district therein

File Arrangement:

outline the sclicol's program of studies and

jon (enrollment and distribution of enrollment
The Weekly Assignment of Pro-

among various courses or programs)e
fessional Staff Report (F & R 9/57) is filed with the Principal's

Principal's Reports

Reports.
THEN TRANSFER TO THE DIV- .

RECOMMENDATION: RETAIN FOR TWO YEARS.,

~ ISION OF INSTRUCTION.

ENROLILMENT BY GRADE REPCRTS

Form No.: F & R 12/52

Sizes 83" x 110

Dates: 1955 = -

Quantity: Storercom, 1 cubic foot ‘ _
Chronological . .

File Arrangements
Disposable Amownts 1 cubic foot

These repérts are prepared by counfy school superintendents to sum-

Specific information sh
the total elementary school enrollment (with separate breakdown as
to numbers of white and colored boys and girls), and the total :
junior and senior high school enrollment (with breakdown as to
color). A sumary of the information in these reports appears in

A}

marize .enrollment by grade, color, and sex as of a particular date,
own includes the date, the name of the county

APPROVE D
HALL oF RECORDS COMMISSION

the Department's printed annual report.

RETAIN FOR THREE YEARS AND THEN DESTROYG

RECOMMENDATION:
L. | TRANSPORTATION FIIE. | BOARD CF
Size: 83" x 11t - ]
MAY
11 cubic feet)

Dates: 1951 = =
Quantity: 1% drawers, L transfiles (total
File Arrangement: By county

VED BY

AP
PUBLIC WORKS

SEGAETARY

Annual Accumulation: 1 cubic foot (est.)
Audit: State

to carry out the program.

This file is concerned with negotiating contracts for public school

bus transportation and making cost estimates and disbursing funds
The file contains the following records

pertaining to school btus transpertation in each county:




. ARM 1A ./ SCHEDULE 3/_&8
-36) R, ST FOR RECORDS RETENTION sc«h‘ LE No. -~
A Records R (Continuation Sheet) L PAGE
,mmission NO. 3?
4, 5. Description of Records 6. Recommendation
tem Describe records occurqtely. Incltide title, form num.ber size of documents of Hall of Record§
‘ work or activity to which the records relate, inclusive dates, and quantity and Board of Public
0. {cubic or linear feet). Show recommended retention period. Works.
, Lists of contractors and drivers of public
school buses
A&F 9/55  Swmary of Estimated Cost of Transporting
. Public School Pupils at Public Expense =
with detailed attachments =
T6 - A & F&R-h/SB Sumary of Actual Expenditures for S
Pupil Transportation 0
Correspondence . o =
-1 AGF 8-57 Request for Approval of Change in Public w %"
School Transportation Contract = O
: ow
RECOMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER = &
" IS IATHR, AND'I‘HEN DESTROY. a
Q. gy ‘
5. | IBM TABULATING CARDS ' <= |
(] :
S:I.ze: IBM card size - |
Dates: 1952 = = < :
Quantity: 90 boxes (est. ) - 23 cubic feot S 1
By category and chronological therein

File Arrangement:
by year
: Annual Accumulation: 23 boxes (est.) =~ 6 cubic fest
. Disposable Amount: 19 boxes = 5 cubic feet
IBM tabulatling cards are used by the Department for statistical and

-reporting purposes. Cards are prepared and used specifically for
. " the f‘ollowing purposes: .

.. . State Aid - for the co*nputatlon and reporting of State

" payments to the counties
Handicapped cases. - for statistics on handic%pp“‘ct“chﬂdren
Rehabilitation - for statistics on rehabilitation‘cases i
Teacher Certification - for statistics on quhlii‘icationg r

of individual teachers, ’
g MAY 4 1939

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DhST*?.OY.
SEGIETARY

PVISD BY
PUBLIC WOLII3

6.| STATE AID FIIE
Size: 83" x 11
Dates: 1945 = -
Quantity: Office, 1 drawer (1957 - -); Storeroom, 1 cubiec
. foot; (total, 3 cubic feet)
By year and therein by name of county

File Arrangement:
Annual Accumulation: 2 cubic feet (est.)
Audit:  State o

This file relates to the administration of State aid to counties,
the formuilation of the Department'!s budget, and disbursements for
Specifically, the file contains the following

aid to education.
categories of records:




AM 1A . -, SCHEDULE A
-B86) Rﬁ‘/ **ST FOR RECORDS RETENTION SCix . 'LE NoO. 8 :“8
£ Records AN (Continuation Sheet) - PAGE
,mmission NC. h. .
6. Recommendation
of Hall of Records

4,
ltem

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity

5. Description of Records

{cubic or linear feet). Show recommended retention period.

and Board of Public
Works.

.No.

Te

GENERAL CORRESPONDENCE

State aid folders - cne for each county containing forms:

which show the calculations of State ald, assessed
county valuations (county funds for current expenses),

statements of distribution of State aid as to type
(aid per pupil, aid per classroom, equalization, part
payment of salaries); also included are breakdowns of

average school enrollment.

forms received from counties on handicapped children
and pupil transportation costj; worksheets; and break-
‘downs on enrollment and the number of principals and

teachers in each school.
Records supporting disbursements for aid to education
(transmittals). .

Size: 83" x 11t
Dates: 1922 - -
Quantitys 63 drawers
File Arrangement: Alphabetical by name or subject

Annual Acéwnulation: 1 cubic foot (est.)

-

State budget data folders < one for each county containing

RECOMMENDATION: RETAIN FOR THREE YEARS, OR UNTIL AUDITED, W.ICHEVER
. IS LATER, AND THEN DESTROY.

This file is maintainsd for both informational and administrative
Informational material consists of printed or mimsograp

purposes.,
items which relate to various educational subjects of interest to

F RECORDS (0~ +r~riny

APp
HALL oF e OV ED

d

the Department as well as correspondence concerned with the collec-
tion of this material. Correspondence and other records concerned

— ——

with general administration are also filed--particularly correspon-
dence with other State agencies and copies of opinions of the Attor-

'UBLIC WOIKS

ney General. T
RYESRITLE
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.. D (F 1
CORRESPONDENCE-~COUNTY
) MAY
Size: 8% x 11v
_ Dates: 1948 = -
Quantity: 1 drawer

VED BY

4 1959

File Arrangement: By county

This file contains correspondence with county boards of education.
It relates primarily to county requests for general information

from the State Department.

RECWATION: RETAIN FOR THREE YEARS AND THEN DESTROY.




SCHEDULE 348

- RM 1A ) ;
-58) R(/*"ST FOR RECORDS RETENTION SCi:_" ILE No.
f Records KN (Continuation Sheet) ‘\ﬁ PAGE ;
Jmmi-sion . . NO. S. ,
4 5. Description of Records 6. Recommendation !
) m Describe records accurately. Include title, form number, size of documents of Hall of Records
‘e’ work or activity to which the records relate, inclusive dates, and quantity and Board of Public
. (cubic or linear feet). Show recommended retention period. _ Works.
9. | PUBLIC JUNIOR COLIEGE AND TEACHER COLLEGE FIIE
Sizes 83" x 1M
Dates: 1946 - - ‘
Quantity: 1 drawer (1958 --) : S
File Arrangement:. Alphabetical by name of college 0%
Annual Accumulation: 1 cubic foot (est.) S ey
: Audit: State - - e L a =
This file contains college reports from which the Department = ©
extracts statistical information and calculates the State-ald pay- o2
ments which are due the various colleges. Specific reports and oc o=
other records contained in the file are listed belows a S
o, Lt
: o=
TC 2 AF 10/55 Teacher Training and Junior College Enrolld =< .
ment by County-Class" o
TC I MF 10/55 Distribution of College Freshmen (as to =~
county, name of high school, year of grad- =

uation from high school, and numbers of

» men and women)
a TC 1 A&F 10/56 Enrollment Data = show:'mg distribution
among varlous programs
JC-1 AGF 10/57 Certification of Maryland Students for

_ . ~ State aAid
) Statements of State aid payment to ‘

i . Junior colleges )
: . Transmittal letters — e

| S . ‘\I’l“’()r D BY
RECOMMENDATION: . RETAIN FOR THREZ YEARS OR UNTIL AGDITED, WHICHBVER| : -
o .. - IS LATER, AND THEN DESTROY. - ﬁ S8 BECPTRYBLIC. WORKS
| | MAY | 1939

STATE AID FOR PUBLIC LIBRARIES FILE

10,

A FER /S8 o | //é,“&,w.a; M,/ A

Form No.:
SEQ/ETARY

Size: 83" x 11¢

Dates: 19h5 - - A
Quantity: 3 drawer (1 cubic foot)
ar and by county therein

File Arrangement: {g
Annual Accumulationz cubic foot (est.)

. Audit: State
This file contains correspondence and county certifications
of the amounts of local library levies.
RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

RECOMMENDATION:
Is LATER, AND THEN DESTROY.

2
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SCHEI_JULE 348 '

) .RM 1A
K\f “~$T FOR RECORDS RETENTION sc.v touE
\‘ PAGE
NO. 6.

6. Recommendation
of Hall of Records

\\, (Continuation Sheet)

4.

o
0.

5. Description of Records
Describe records accurately. include title, form number, size of documents,

work or activity to which the records relote inclusive dotes and quantity
Show recommended retention perlod

{cubic or. linear feet).

and Board of Public
Works.

SUMMARY OF ENROLLI‘TFNI‘, ATTENDANCE AND PROD’DTION (ATTENDANCE :

1.

Q.

smmnﬁ'sf

. Form No.j - - 9/55
Sizes 8-" X 11" o
Datess- - 19‘15 .-
Quantity: 1 cubile foot :
FJ.le Arrangement: By year and by coun’oy

Counties smmnarize school enrollment attendance, and promot:.cns
on this series of forms. The face sheet (A8F-9/55) shows the -

inclusive years covered by the report, the name of the county, the
name of the principal, the school number, school district, name of

' i
school, the date of the report, and the signature of the person
Attached forms give a breakdown on enroll-

swbmitting the report.
ment, late entrants, permenent withdrawals, withdrawals who re-

entered, annual attendance averages, attendance by month, transpor-
tation, prcomotions and non-promotions, and pupils not promoted .
The record copy is retained at county level. The

(by cause).
Department uses this copy when compiling the State Summary Book.

R}:.TAIN FOR THREE YEARS AND THEN DE?TROY.
3 i \O

A __

REcommmATIoN-'
B oanD L.F Bl

PDNTHII ATTENDRICE REPORTS
Form No. A,F,& R 9/58 s -
) ' Size: 8im x-1In : i VAY
7 ‘ Datesz 1956 - - B

ViZD BY
UBLIC WORKS

4 1959

Quantity: 1 cubic foot
File ‘Arrangement: By year and by county

/é‘*‘d"‘“ v A //Q\
sx:cr’r‘w/?> """

Audit: State

A single-sheet monthly report is prepared by each coun’cy for State
The form lists the month, the name of the county,

ald purposes.
the type of school and the average number of students attending,
belonging, and the per cent of attendancej the county grand total;

superintendent of schools.

RECOMMENDATION: RE
IS LATER, AND THEN DESTROY:

12, SUPERINT ENDENTS! BUDGETS

Size: 70 x 10" .
Dates: :
Quantity: % drawer (1959 = =) :

By year and by name of county

File Arranoement-
Ammal Accumulation: 1 drawer (est.)

the date on which the report was nrepared; and the signature of the

RETAIN FOR THREE YEARS OR UNTIL.-AUDITED, WHICHEVER

cation to the Boards of County Commissicners.

County school budgets are submitted annually by the Boards of Edu-
The budget, prepared
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’ .-RM 1A - (,’",‘_. SCHEDULE 84_8 &1
58 R, ST FOR RECORDS RETENTION SC.(: “LE No. = e
of Records (Continuation Sheet) A PAGE .
ommission NoO. 7. ;
5. Description of Records 6. Recommendation |
of Hall of Records ;

and Board of Public

4.

®

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

Works.

in printed booklet form, itemlzes requirements for current expense,
capital outlay, ‘and debt service. Estimated amounts to be received
from the State and from other sources, and the amounts that will

is retained by the Department in this file for use
mates on current school finances. :
RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

\

TEST RESULTS FIIE

Size:. 8%‘.' x 11
1952-1954 '

. Dates:
I Quantity: 2 drawers (L cubic feet)
: File Arrangement: By county and therein by school

Annual Accumulation: Discontinued
Disposable Amownt: 2 cubic feet

Achievement tests were administered by various schools throughout
the State and the Department extracted desired information from a
breakdovn of the test results. The test results (California

Achievement Test) were reported by ecach school on the following

formss
R1-F&R~11-52-K Raw Scores

be needed from county sources are also listed. A copy of the budget
in making esti-

APPROVED
HALL OF RecoRps COMII~SION

i T2-F&R-11/52 Total Mental Factors
T3-F&R-11/52 - Chronological Ages of Pupils Tested
RECOWiENDATION: DESTROY ACCUMUILATION,
) DL e n >3
15. | cENsSUS REPORTS APCROVED BY
ELARD CF PUBLIC WORKS
Form No.: Census Form 2
Size: 11" x 18¢ \ .
Datea: 1938-1950 MAY 1959
Quantity: Storeroom, 1 cubic foot
File Arrangement: Chronological é / &74 / /
Ammual Accumulation: Discontinued ek (3 :
1 cubic foot SEQRETARY

Disposable Amownt:

out the State.
District Summary Sheet-=-School Census--(year).

A further breakdown of information in this last category gives

This file consists of census reports prepared by counties through-
The census figures are listed on a form titled
The form shows the

name of the county, the nearest post office, the designation of the
election district, the name of the school principal, and the number

of children under age 21 who are students or non-school attendants.

detail on'student sex, public and nonepublic school attendance, and
the number of handicapped and non-handicapped non-school attenders,
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SCHEDULE AR l ‘

No.

" RM 1A ’ ; {' > ;
Lo e RS “S$T FOR RECORDS RETENTION SC.. - “|LE
‘ st Records \, (Continuation Sheet) ) PAGE
ommission NO. -
4 5. Description of Records 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity Wd Board of Public
orks.

(cubic or linear feet). Show recommended retention period.

tem
o.
Vi

The Census Reports were the basis for Department census summaries
in the printed annual report.
RECOMMENDATION: DESTROY ACCUMULATION. |

AGE-GRADE STUDIES

8—15" x 11v
19L7-1951 . ,
Quantity: Storeroom, 1 cubic foot

File Arrangement: By county
Annval Accmm_zlatiom Discontimed

This file contains county-prepared age-grade studies used by the

Department as an aid to the preparation of summaries on a State-
The county studies show the ages of children in

16,

Sizes
Datess

ageness, Answers to a questionnalre coucerned with the value or
use of the age-grade studles are included in the file. Such
studies were discontinued in 1951,
ESTROY ACCUMULATION.

® RECOMMENDAT ION:
17{ IEAVE RECORDS
) Form No.: SEC 128-A
Dates: 1952 - -

Audit: State
This file consisting of leave records for all employees of the

Department of Education inc ludes:

form prepared annually for each employee

Leave applications
Doctors! certificates

RECOMMENDATION:

wlde basis.
various grade levels, thus pointing up problems of over or under-

Leave Record Card - Form SEC 128-A, a standard State-wide

APPROVE D
HALL of RECORDS COMMISSION

RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY,
AT

11

—

VNS

2120V

Lottt vt on oy~

ED BY

CF PUBLIC WORKS

1859

bégd?g?ﬁ%‘ '

MAY 4

A




